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| INSTRUCTIONS See Publication'No. 76—°M-1 for instructions on completmg thus form. Forward sngndd original to
i Oepartment of Archives.and History, Records Management Division, 330 Capitol Avenue Atlanta Georgia, 30334
Attention: Schedulmg Sectlon ‘ \
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| __ FORAGENCYUSE |1, Agency Address . © FOR RECORDS MANAGEMENT USE
* Application Date _ _ l(';‘eorg ia gor‘Ts Authority Faspfication Nomber "~
inance Division _ — -
l _ 10/31/80 ——-  Post Office Box 2406 T 8_ 2-‘-* Ll_ A_\_ R
&pplucatuon Nurnbar Savannah, Geor"gia 21402 - o T Date Recsived Date Cornplated o
fp—m— T T - T T TITOTT e el e o T_LTI LT == e —————— e —_ e e i e
. 2. Pars«m to Contact : Worklng Tltle Telephona Number
John Rowland Accoun+|ng Manager . 964-1721, # 264
- - o S e
3. Ac'tlon Requested f * -
8. J Estannusn Retention Schedule;'record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.
_ ¢ X Amgznd Application No. _78-244_ _ Chack One: 0 Change; & Supercede; [ Void e
i 4. Datas of Seriss 5. Records Saries Tltle ffollowed by title used in off:ce if different) ' -
Earliest - Latest
¢ 1969 _gujj, To Date General Ledger Work Papers and Compung_Er|n+ou+ Files
8. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Director of Finance is responsible for the accounts of the Authority and estabiishes

and maintains accounting methods and procedures for the Authority, He approves all expenses
for the Directors' meetings; is responsible for the auditing and accounting provisions of
all contracts, leases and agreements of the Authority; provides protection of the assets
with adequate internal control procedures and assures proper insurance coverages for the
Authority's pioperties; and coordinates the preparation of the annual budget with the
~various divisions.  Under his supervision, monthly financial reports are published

and related financial and cost data records are prepared and distributed. The purchasing
function Is also a part of his responsibility as well as the maintenance of all contracts,
leases and agreements of fthe Authority.

b o — o~ — ———- _—

7. Record Senes Description Thrs fite conta!ns the followmg docurnents {mclude form numbers. and t:tles if any): ' ' i
Attach samples of the file,
Documents reiating to: Information contained In the General Ledger.

Journals for alil facilities, total monies deposited sheets, monthly

insurance reports, labor distribution split week and detail, payroll
Included are: deductions, revenue report, addi+ions/changes in general ledger, detall

entry Iisfing, listing of job orders on file, manual entries, job
order posting rejects, preliminary general ledger listing, general ledger budget (preliminary
general ledger account total listing, job order master listing, equipment, maintenance, and
general charge code listings, job order expense and comparison, edits monthly changes,
depreciatjon reports, stock inventory catalog, individual files (worksheets & closing papers])
on Ocean [Terminal, Brunswick, Bainbridge, Garden City. Also included are cash sales, repairs
and mainftenance allocations., ¥ Accounts Receivable ledgers were used to document same
information prior to the computer system - date back to 1957; Accounts Receivable Revenue

Recap.
File is arranged: Chronological
8. Monthly Reference Rate =~ How often are records referred to which are: T
One to six months oid __Jgﬁ__.. Seven to twelve monthsold . ! ; Thirteen to twenty-four months o!d __Q___,,
_ twenty-five months and older !
9. Annual Rate of Accumulation of Records 7 10 T
Letter-size drawers e 3 Legal-size drawers ; Shelves e Other (specify) S e
AR—50-71; Rev, 76 Sew one T {Over)
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[ X l i . Does the record series result in_a comouter printout? _
11. Retention Requiremants

—— —rTmm e et e A e Lo

f The following requires the series to be kept

S ——— ———— b U S — —————— e — —_——

e — e LD DT T

12. vAnurwed Dlspositaon Instruwtrohs -

- This agency recommends that the file se'nes"be-cut ott at the end of each:

D Calendar Year. O Flscal Tedt; D Other Lo

3
a, State Law —_— T _years. 4. Audit period ] years.
- b. Swatute of timitation " - " “years. T 7 e, Administrativeneed T T T LI lyears.
¢. Federal law m—— e —. .. .Y@arS, f. Federal retention instructions .. _ _years,
Attach copy or exce?pt of laws or regulations. Explain administrative need. - Lo

e e e o b

'tnen o

X Hold in the gurrent f|les ares i,_.rnonth{si_..m S ~_vyear(s); then Un‘fl I audits by s’ra‘re ‘ahd commerc|a1
X Transfer to local hoiding area, hold 3 - ~ year(s); then~ ~ - -

" O Transfer to State Recards Center: hold 7 _
X Destroy.

. yest(s); then

~auditors are comple"l'ed,_ ther,

3 Transfer to State Archives for permanent retention.
0 Other (Specify}

- - - - - -1t - - -
These instructions apply to ail prior and future accumulations of the series.” ]

| YES 7;_!}49-_ 10 Ouestlonnarra _iPIace an "X “X" n the ‘" in_the pro Jer column) e o : ]
Is this the offrcral copy of the series? i
- x Ll wlf not, where is it? — - ' e oo '
b. Does the series oontam' confrdentlal information requmng security handlmg? If ves, cite Iaw or regulatron
X .
i B X1 el ls thls a vrtal record? . N _ﬁ_ﬁ_' S ! R
1% 1 _d. Does this series have historicail or Iong terrn resecarchvalue? . .
e. When one or two documents in the file make it necessary to keep the entlre fule for along perlod could these
L} X 1 _ documents be scheduled separately? ot e - - I
[ | X1 £ Is the information contained in this series ever published?. Jf,ves anach,scnn S L
g. ls the information contained in this series ever analr: zed and/or’ recorded in a surnmanzed report?
L X 1 ! ifves.attachcopy. Genera! Ledger and Financlal Report, '~ "~ ]
h. Is there a duplication of this series in your office, or in another office or agency?
. _ L X i Mves,where? e S e
b 2] i Is this series (or a major rzamon ofn) reqularlv mu;rotlimed? O S S SO A

Agency i-l-t;ad_Desrgnee (?S‘rg‘;r;at(;re)- h‘—;_:q ' Date:h:i Records Management Qﬁ;ge_;_ _{Signature) Daté,,_____
_M%fm:ﬁ__/gz_f/g-/ Zﬂ[ Z ,‘Q&W {ééfm/é_’_
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Recommendations in para- Ie
graph 12 are approved. , State Audltor/Desrgqee_ 1

(If disspproved, attach letter ﬂ ) %
of expianation,) . Sacretar tate/Deslgnee

T i -

Attorney General/_Designee
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INSTRUCTIONS See Publicationn No. 76—=RM—1 for instructions on completing this form Forward sugn‘ed ongmal to ’ "
| Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.
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{ FOR AGENCYuUSE 1. Agency Address . , - Fgﬂg:pfos MANAG EMENT USE
Application Date ‘ Geor'g1 a Ports Authori ty ' Application Number
! 10-13-78 Finance Division 7 8- Z_qu
‘aopiication Numbsr | Post Office Box 2406 ‘ Dote Recaived  Dats Completed ~
i Savannah, Georgia
. T P . loct 271978 NOV 28 1978
2, Person to Cnntac't Workmg Tltle Telephone Number |
! John Rowland - Accounting Manager = 964-1721, 264
3. Action Requestad . =
l a. X Estaoush Retention Schedulé‘,rrecord will continue to accumulate.
| b E] Dispose of present accumulation: no further accumulation anticipated.
€ = Amend Application No. —__ .. _____ ., Check One: O Change; [J] Supercede; O Void _ e
! 4. Dates of Series 5. Reeords Series Tltle {followsd by title used in office; if different)
Earliest Latest Compatav
1969 | To Date Genera] _Ledger Work Papers,and/Pr]ntout Files o 7
[e Division and Otfica Function What is the function of the Division and the Office in which this record series is created?

The Director of Finance is responsible for the accounts of the Authority and establishes

and maintains accounting methods and procedures for the Authority. He approves all expenses
for the Directors' meetings; is responsible for the auditing and accounting provisions of
all contracts, leases and agreements of the Authority; provides protection of the assets
with adequate internal control procedures and assures proper insurance coverages for the
Authority's properties; and coordinates the preparation of the annual budget with the
various divisions. Under his supervision, monthly financial reports are published

+ and related financial and cost data records are prepared and distributed. The purchasing
function is also a part 6f his responsibility as well as the maintenance of all contracts,
leases and agreements of the Authority.

b — —— s — o —— e

1. Reomd Senes Desetipuon This fue contams the followmg docunnents finclyde form numbers and tm‘es if any) i
Attach samples of the file.
Documents relating to: Information contained in the General Ledger.
tncluded are: Journals for all facilities, total monies deposited sheets, monthly

insurance reports, labor distribution split week and detail, payroll deductions, revenue
report, additions/changes in general ledger, detail entry listing, listing of job orders
. on file, manual entries, job order posting rejects, preliminary general ledger 1isting,
’ general ledger budget report (preliminary), general ledger account total 1isting, job

order master listing, equipment, maintenance and charge code listings, job order expense
tot and comparison, edits monthly changes, depreciation reports, stock inventory catalog,
individual files (worksheets & closing papers) on Ocean Terminal, Brunswick, Bainbridge,
Garden City, cash sales. * Accounts Receivables ledgers were used to document same infor-
mation prior to the computer system - date back to 1957), Accounts Receivables Revenue Recap.
File is arranged: Chronologi ca'Ily.

8. Monthly Referenca Rate  How often are records referred to which are: 0
One to six months old _,.,,l_5, — —.; Seven to twelve months old __ 1 ———; Thirteen to twenty-four monthsold ... .. _;
twenty-five months and older__ _ 0. 2 ‘
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1 9. Annual Rate of Accumulation of R Renords i 10 )
Letter-size drawers . .. __ . ; Legal-size drawers et} Shelves e Other (specrfy} S

XR-50—71. Rev.76 e T  ovent




s e # raata

e s s

R A

e L e e s

YES | NO 10.J“Questio§n£i_[e jPice an "X" n the proper column) | L . - _ ij: ' ]
a. Is this the official copy of the series?
EX 1 | ifnot whereisit? — _ S .
' b‘ Does the series contazﬁn confudentlai mformatuon requlrlng security handling? If yes, cite law or regulatuon
[ I x| _c._Isthis a vital record? 'm“”__, T T T T .
| X | _d. Does this series have hustorlcal or long term research value? . \ L ] .
e. When one or two documents in the file make it necessary to keep the entire fnle for a long penod cou!d these
1 X _|__ _documents be scheduled separately?_ -t . .
L X | £ 1sthe mformatlon contained in this series ever nubllshed? If ves, attachcony, | § -
g. Is the information contained in this series ever gnalyzed a,ild or recorded ina summarlzed report? Y
i X v | _ ¥ ves. attach cooy._ _General Ledger, Financial Report e [
} X h. s there a duphcatnon of this series in your offuce orin another office or agency?
T I Mfves,where? _ _ S . _—
o J X . fls this series (or a.maior portion othLrequ!aﬂx mlcrommed? I e
- X | ~i._Does the record series result in a computer printout? . i e
1. Ratentlon Requiremants ? The foltowing requires the series to be kept:
a. State Law 3 ) _.__years, d. Audit period U ————1 | & X
b, Statute of limitation . . .. .. .. _years, *e. Administrative need —_— ... ..years,
¢. Federal law ——— e . __ ___years. f. Federal retention instructions . .. years.
Attach copy or excerpt of iaws or regulatlons Explain administrative need.
———— s e R e —— . S i S
12. Aporoved Dlsposmon Instructlons This agencv re.,ommends that the file serres be cut ott at ths end of each:
O Calendar Year; ® Fiscal vear; O Other __ . .. . _then,
3 Holid in the current files area qu.month{s) —— e vear(s): . untll aud1 ts by state and commerical
B Transfer to local holding area, hold 3. _ .year(s); then - . auditors ore e.oMPlc-lcd thawn
3 Transfer to State Records Center; hold . . . __ _year(s); then :
& Destroy.
3 Transfer to State Archives for permanent retentton '
O Other [Specify) '
These instructions apply to alf prior and future accumulations of the series. : : : 3
L e e - . e e ——
| Agency Head/Designee _(Signature] ______I __Date Reoords Management/pﬂ
ZZMW¥ B _[.(_‘.’_C.{.-?/?P
Recommendations in para- [~ T T T A
graph 12 are approved. State Auditor/Designee 1/
(If disapproved, attach letter [ "7 A ) )
of explanation. } Secretary/4f hiate/Designee I~ lj—l?_’_;
preca— —— -y e - T —— T A ]
_ Attorney General/Desugnee /1 2*1 7/ ‘
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